
AUTOPOPULATION OF DETAIL INFORMATION 
 
 

Navigation List      People         Enter and Maintain        <Find Employee >         
Special Information 

 
The Detail Information is now coded to autopopulate the Detail Information . 
 
STEP 1:  Input your Start Date and End Date.  Click in the Detail area. 

 

 
 
 



STEP 2:  Input the following required items.  Click OK. 
 
- Nature of Action 
- Type of Detail 
- Unclassified Duties (autopopulates to N) 
- Position Number 

-- Position number cannot be blank or null 
-- Position number must be input with a single period separating the position 
number and  sequence  
-- Position number provided must match the position number and sequence 
of a position in the database where the detail is recorded 

- Total Days of This Detail 
- Premium Pay Indicator 

 

These 3 additional items 
must be input for Demo 
positions. 



STEP 3:  Click the Save Button.    You will receive the Detail Total 
Number of Days.  Click OK.  (If the number of days does not match the 
number of days you placed Step 2 above, you will need to correct the Total 
Days This Detail in the parameter box.)  
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

STEP 4:  Click the “F8” function button to refresh your fields.  Your fields 
have now autopopulated all position fields. 
 

 
 
 
 

STEP 5:  Click the Save Button.     
 


